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Overview: 
 
This manual provides technical guidance for submitting a prior authorization through the FEE-
FOR-SERVICE Prior Authorization Web Portal. 
 

Prior Authorization: 

 
To facilitate Prior Authorization requests, guidelines are provided to assist you in determining 
whether Prior Authorization is required. This is not an exhaustive list. For more detail, see 
Chapters 300, 400, 800, and 1100 in the AHCCCS Medical Policy Manual (AM/PM) 
 

Services that require Prior Authorization:  

 
• Tribal ALTCS Acute Inpatient Behavioral Health.  
• Durable Medical Equipment (DME) consumable >$100.00 and durable > $300.00 and all 

rentals. 
• Elective (scheduled) Hospitalizations 
• Home Health 
• Hospice 
• Skilled Nursing Facility 
• Non - Emergency Outpatient Procedures 
• Podiatry 
• Acute Inpatient Rehabilitation 
• Outpatient Physical Therapy for Members > 21 years old. 
• Non - Emergency Transportation > 100 miles 

  

Services that do not require Prior Authorization:  
 

• Services performed during a Retroactive Eligibility Period.  
• When coverage is primary, e.g.: Medicare or Commercial Insurance.  
• Emergency Hospitalization < 24 hours; ICU and Non – ICU < 72 hours.  
• Diagnostic procedures, e.g.: EKG, MRI. CT Scans, X-rays, Labs, colonoscopy, EGD, Sleep 

Studies.  
• Non – Surgical Procedures, e.g. PICC Line removal or placement, Central Line removal or 

placement, PEG removal, Blood Transfusions.  
• Outpatient Chemotherapy and Radiation.  
• Emergency Dental and Dental Services for Members < 21 years old (see AM/PM chapter 

400).  
• Eye Glasses for members < 21 years old.  
• Family Planning Services  
• Physician Consultations and Office Visits  
• Prenatal Care  
• Emergency Transportation  

 

Services that are not managed by AHCCCS FFS Prior Authorization Unit:  
 

• You must contact the appropriate entity for authorization.  
• Non-Acute Services for Tribal ALTCS members (contact Case Manager)  
• Transplant Services (contact Transplant Coordinator in the Division of Health Care 

Management at AHCCCS).  
• Prescription Medication (contact the contracted PBM).  
• Behavioral Health Services for Acute Care Members (contact Regional Behavioral Health 

Authority or Tribal Regional Behavioral Health Authority).  
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On your browser type 
www.azahcccs.gov 

Click on the  
Plans, Providers, Contractors 
tab 

Click on 

Fee-For-Service Claim Submissions 

Enter 

User Name 

Password 

Click Login 
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Transportation 
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Click on  
Prior Authorization Submission 
 

Click on 
Prior 
Authorization 
Submission 
 

FYI! 
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Click on the 

down arrow 

and choose the 

search criteria 

you wish to 

search with. 

There are three 

choices, 

AHCCCS ID 

Case Number 

Provider 

You must do a Case search first before you can create a new Case 
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Click the 
Search 
button 
 

 

 

In this example the search criteria “AHCCCS ID” is used 

A99999999 

Type the 
members 
AHCCCS ID here 

Click on the 

down arrow 

and select the 

provider ID 

you wish to use 

Enter the begin 

date of service 

999999 

99999 

Click the 

Search button 
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Enter the 
Members 
AHCCCS ID 

Enter the 
Begin 
and End 
date here 

Enter the Provider ID 
here by clicking the 
down arrow and selecting 
the ID you want 

Type a 
description here 

Click the 
Next 
button 

 

If the Case you 

are looking for 

comes up, go to 

page 12, 

If no case is 

found click the 

“Add New Case” 

button to create 

a new Case  

C-1 
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Verify that the 
information is 
correct. To 
make change 
click on the 
‘Edit” button Then 

click the 
Submit 
button 

You will get a 
message 
indicating your 
request is being 
processed 

If successful you will get the 
message “Transaction Succeeded” 

Click on the Case No to 
get to the Event screen 

C - 1 
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Click on the “Add 

New Event” button to 

add a new Event 

 

This screen will 

come up 

Continue on 

next page 
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Click on the 
down arrow 
and select the 
Event type 

 
 

Enter the 
required 
information 
here 
 

The system 

will Auto 

populate these 

fields 

Click  

Next 



 15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify the 
information 
and click 
the Submit 
button 

You will 
get this 
message 

If successful 
you will get 
this message 

To add an Activity 
click on the Event 
Seq. number 

If you need to make 

changes click the 

“Edit” button 
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Click on the  
Add New Activity button 

 

 

Click on the 

down arrow 

and make 

your selction 
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Enter the 

Base Code 

here 

Note: 

When you click on the 

next field ( i.e. Modifiers) 

the system will read the 

HCPCS code in the  

Activity Code field, if the 

code is not a mileage 

code, the system will 

drop off the From and 

To Fields  

Enter the 

appropriate 

information 
Click Next 
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Verify 

information 

and click the 

Submit button If you need to make 

changes click on the 

edit button 

When you click 

on the “Submit” 

button you will 

get this message 

If successful 

you will get this 

message 

To add the mileage click on the 

‘Add New Activity” button 
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Click on the 

down arrow 

and make 

selection 
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Verify all the 

information 

was entered 

Click on 

the 

“Next” 

button 

The system 

will auto 

populate 

these fields 
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Click  

Submit 

Verify 

information 

You will get this 

message when 

you click on 

Submit 

If successful you will 

get this message 

To make 

changes 

click Edit 
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Section 4: 
 

Add a New Case 
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Click on  
 
Prior Authorization 
Submission 

FYI! 

Click the 
Prior 
Authorization 
Submission 
Button 
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Click on the 

down arrow 

and choose the 

search criteria 

you wish to 

search with. 

There are three 

choices, 

AHCCCS ID 

Case Number 

Provider 

You must do a Case search first before you can create a new Case 



 25 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this example the search criteria “AHCCCS ID” is used 

 

 

Type the 

members 

AHCCCS ID here 

Click on the 

down arrow 

and select the 

provider ID you 

wish to use 

A99999999 

999999 

Enter the begin 

date of service 

Click the 

Search button 
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If the Case 

you are 

looking for 

comes up, go 

to page 27, 

If no case is 

found click the 

“Add New Case” 

button to create 

a new Case 

Note: 

If the case is 

already there you 

just need to create 

a new event 

Enter the Provider ID here 

by clicking the down 

arrow and selecting the ID 

you want 

Type a 

description here 

Enter the 

Members 

AHCCCS ID 

Enter the 

Begin 

and End 

date here 

C1 

Click the  

Next Button 
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 C1 
From p. 26 

Then Click the 

Submit button 

Verify that the 

information is 

correct. To make 

changes click on 

the “Edit “button 

You will get a 

message 

indicating your 

request is being 

processed 

If successful you will get the message 

“Transaction Succeeded” 

Click on the Case No. to 

get to the Event screen 
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Click on the “Add 

New Event” button 

to add a new Event 

This screen will 

come up 

 

Continue on next 

page 
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Click on the down 

arrow and select the 

Event type 

The system 

will auto 

populate 

these fields 

Enter the 

required 

information 

here 

Click 

Next 
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Verify the 

information 

and click the 

submit button 

If you need to 

make changes 

click the 

“Edit” button 

You will 

get this 

message 

If successful you 

will get this 

message 

If you need to add an 

Activity click on the 

Event Seq. number 
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Click on the 

down arrow 

and make your 

selection 

Click on the “Add New 

Activity” button 

Click Next 
Enter the 

appropriate 

information 
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Verify 

information and 

click the 

“Submit” button 

If you need to make 

changes click on the 

“Edit” button 

When you click 

on the “Submit” 

button you will 

get this message 

If successful 

you will get 

this message 

If you need to add 

another Activity 

click here 
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Add Event/Activity to a Pre-
Existing Case 
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You must search for the Case number you want to add the Event/Activity to 
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A list of Case numbers will come up. Click on the Case number you want. 
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Enter the 

required 

information 

here 
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Enter the 

appropriate 

information 

Click on the 

down arrow 

and make 

your selection 
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